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How To Deactivate Members
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First Step: Log into the Database, once you are logged in this is how the screen will 
appear. Once you log in, please select on the relationships tab. 

Click Here
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Next Step: Once you have click on the Relationships tab, it will open to the people tab.

Click Here
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Next Step: After you have clicked on the people tab, you will need to click on the 
member tab.

Click Here
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The screen should appear like this, with members’ names and organization. 
Select the person’s page you would like to deactivate. 

Click Here
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The person’s page should appear like this. On the right side, you will see a circle 
button. 

Click Here
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There will be two options, select the “deactivate the person.”

Click Here
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A pop-up will appear like this, select “deactivate the person.” 
After you click the “deactivate the person” button they will no longer show up on your 
member organization. 

Click Here
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There are two main tools you will need to know when working with filters.
The first one, which is the funnel button is a filter setting. 

Filter: 
Sets the data you 
are looking at and 
filters it to what 
you would like the 
page to look like.  
This funnel will 
only show the data
you want to look
at. It filters data by 
department name, 
gender, 
organization, term, 
etc. 
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The second one would be the wrench, where you can sort your data on how you would 
like it to appear. 

Wrench: 
Sorts the data 
alphabetically, 
position name, 
member 
organization, 
etc. 
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The filter tool when opened up will access the below options for you to choose from: 
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The wrench tool when opened up will access the below options for you to choose 
from: 
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An example to use the wrench tool would be sorting the names, alphabetically.
You would need to go under the “sort” tab and select one of the options.
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Just like this
You will see all the names be alphabetically
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The wrench tool will also access these options which can change the columns that are 
displayed in your tab that you have open:  

The top two green tabs 
are defaulted and will
always stay on

You can edit the other 
options (Position, 
Department, etc.) to 
expand the columns 
that will show on the 
current tab that is open 
which is the member 
tab
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If you are having problems with data showing it’s because there are sticky filters that remain 
on when navigating from page to page. You can select the funnel and hit “clear all” to clear 
out the specific search and your data should come back for you. 
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